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Azsistsnt Director, (R

Possible Improvements in Document Division Operaticns
during Flscal Yeer 1960.

1. As requested the following is a listing of improvements I believe
possible in Document Divislon's operstions during FY 1960, and the steps we
intend to teke in order to put such improvements into effech:

a. Obtain greater uniformity of indexing (coding) for the
Intellofax systen and of disgemination:

This will be accoppliished in seversl different ways incivding:

1.

2’

3!

Review by senior coders and disseminators of a larger
percentage of the input.

Rotation of codere and disseminators between sections on &
pcheduled basis.

Use of an aubhority file or dietionsry {the ADG is presently
developing & dictlonsry which should be completed and
available for use within the year.}

Use of the revised edition of the Intelligence Subject
Code (ISC). '

Freparetion and use of a Coding Manual

Refinement of proceldures regarding the preparstion of abstracts |
and expansion of titles duwring the coding process. :
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b. HRevise procedures to relieve analysts of the more routine duties.

i.

2.

¢. Revise document handling procedures to obtain greater efficlency: !

1.

2.

3
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Under present procedures docwwent numbers sre separately !
entered on batch sheets by clerks and on disseminmtion ceards !
and code sheets by asnalysts. We plan to conduct an

experiment to determine what sdditionsl clerical time 1s

required to enter the document ausber on all three forus at

the same time and what savings, i any, would be realized

by the analydtis.

The Screening Operation involves gepavating out and disseninating
copies of a large wlums of "marginal" snd "limited interest”
material, Examples sre RFE reports sand UN éocuments. The
gsereening end disseminstion determinmtions can be performed

by clerks with the aid of specific rules and directions.

We will develop these rulss and &irections and determine if
clerks can perform these operations on gsuch materisl.

Review Document Division procedwmras for processing CELT
{single copy enclosure) reports. At present time such
reports require & great deal of time for contrel purposes,
for determining microflimability, and for prepering receipts
for outside diatribution. In sddition thess reports are
handled on an "expedite” basis through the system. It is
belisved some savings in manpower night result after study
and experimentation.

Review entire operation of the Top Secret Conirel Sectilon
and determine whether any changes in procedures are in order.

Translfer standard distribution of certalin material for

l |
Officers from Specisl Soction of Analynis Branch to Processing |
Section of Control Branch. i_

Avrange with CIA Iibrary for centraliszing the handling of
requests frowm USIB agencies for additionml copies of CIA
publications, including NIS snd NIE's.

Determine in conjunction with the Iibrary i "Flash" reports ;
could be processed in a more efficient manner, |

Review the efficiency with the Library of typing abbreviated
source cerds for "Nodex” reports ss compared with full i
bibhliographic entries.

S T ;
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‘ P ' tation is in

7. If our worklomd permits, 1 believe experinenta : n

{ order to determine the best rormat for listing the - o :
digsemination requirements which will enable ths disseminators
to cperate in & more uniform and efficient papner. Eeme
work was done on thet lmet year bul wes discontinued due to
other work of higher priority.

2. We of course must continue to provide support to ; |
Test Operation, the Cosmittee on Documentation and other staff sctivities
of OLR.

25811493
l _ |
Chief, Document Division
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